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SECTION 1T — PRIORITY DMPROVEMENT PROJECTS

Proisct Tit1e4“

&accrds %anagement Training Program.._j¥

- '-'n.

-,Identification of Prngram or Vunctian.ﬁovered by Project'

Headquarters R@gulation| | "The;CIA.Recard34Adminiﬂtratiann
_Program'’.as required by Public Law J34r ""The Federal Recoras -
"Xt which prescribes. thaf”%ﬁch aeency head maintain a con--
"tinuiﬂg ‘program to ensure more efficient ‘and “economical papsr-
. work operations and to encompass managenent uf recordslcreation,
;use, and. dispositlon.‘ -

_ 3};;Summary Statement of Improvcment &pprﬂ ch.

;é; Briaf’ﬂescrigtiou of’?rojnct*

- n‘,a .

e To provida training in the princinlea and techniques oz racords R
;management tc threa diatinct groups oE Agency pexsonnel as follows* '

¥ .", » ,o

'1»:(1)3v8eniar Management officials to rﬂceive briefings on -
' glwhat Records Management 1s and what benefits they can
o expect by sponsoring an active records managemen
v_]program in thair camponents.,, i

(7)L‘Students of existing, aelected‘;DTR Training ‘Courses -
to recelve brief presentations -relating the records - -
' managemant praﬂticea and the Agency Prewram to thelr

(3)~7Supervisors, Administrative foicers, Records Managars,l
Syatems Analysts and employees working on records and- _
information processing to attend several different, one— .

- day, special, work-shop-type seminars giving:training =
~in Agency and Govermment standards and- procedures for
improving records and information systems related ta 3
;&gency administration and operations R :

b. Reason.?ruject was Selauted.'.,uffﬁ o
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Personnel limitations effecting the Central Records

) Staff require individual components to assume a more active

- role in thia field. This in turn requires this specialized
A Training Project. ; AR S T

, c. Brief evaluarion of the usefulness of primary improveméﬁtfi?f 
‘ techniques {e.z., value analysis, cost effectivenszss analysis,
2L, )} aopllmd. ce ' S '

The cost. of the training and briefinas as compared with
: tha savings from records reductions and increased effinienez
d o : ars expected to be verj favorable for tha Govarnment, $

This Agency has no- experianaa or actual cost compariaons,
as yvet but Hatlonal Archives and Records Servica considers -
such courses to promote immediate savings in paperwork space
work mandays, equipment, and supplies.v, :

&, ¢ p?citicqti@na of Impravement ﬂbjﬁctives and” Performancp Indicatcrs“

The three courses to ba given this first yaar deal with
Records Disposal, Records Systems, and Forms Management. . Each. "
student 1s expected to complete an 1mnrovemant actian within jiji‘"
30 days after complating tha coursp._ T

The Officiala and Administrarors are- expected to support o
the trailning effort and activate thelr component Records Management =
Program. e : *

WVa hava no prevxous experience and will know~tha impravement S
by the response received, E :

The initial objectives for FY 1973 are: .

i

(1) Briefings for at least 100 Senier Officers, f  M_7_J
(2)' Briefings for some 150 OTR students..

(3).HSDecialized Werkahop Training for about 250 workers and
superviscrs.

5, Aszssessment of Performanrcar
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1. Records Management Training Program.
1

STAT 2. Readquarters Regulation [;::g "The CIA Records Administration Program’ as required by Public
Law 754: 'The Federal Records Act™ which prescribes that each agency head maintain a continuing program
to ensure more efficlent and economical management af records creation, usge, and disposition.

3. This Prcject may be summarized ds an 1mprovement apprﬁaeh.~f

i 4 a. To' provide training in the principles ‘and ; techuiques of records managenent to- three
groups of Agency personnel: - (1) Senior. officiale (briefinga on what Records Management is . :
and what benefits they can expect from a program in thelr ‘components) ,. (2); Students: of existingi .
OTR Courses (briefings relating Agency records. practicee to their. courses), and (3) Supervisars,‘f
idministrative Officers,. Records Managers, ‘Systems Analysts and employees working on records oo

(special, work-shop-type seminars for 1mproving recorda and 1nfnrmetion's stems related to Agency

Aadministratinn and operations.)‘

nd eoste of recards cﬂd information systems. necessitate greater ff
and processing’ time, Also, personnel :
nonents to assume a more

= b. The increasing impertance ‘a
" management to.reduce the required manpower, funds, space,
Y. limitations, effecting the Central Records Staff: require’ individual com
",active role iu this field.v This in, turn reqLiree this specialized Training ?reject.;

: cu. This Agency has ﬁo experience or actual cost comparisons as yet bLt Naticnal Archives
“and Records Service: considers such courses to ptomote immediate savings in paperwork space,

: work mandays, equipment and supplies.vn

raining effort and activate theirvcompouent

The officials aqd students are. expected to support the t
111 know the improvement by the responee

ords Hanagemeut Program. We ‘have no previcus experience and W
and ?rogram suppcrt received.:.g‘ 5 ; . , G

The three ‘courses to be glven this first year deal with Records Dispcsal Records Systems, and -
Forms Management. Rach Workshop student -is expeeted to complete an improvement action in his ccmpanemt G

ﬁywithin 30 days after completing the eourse.g

7 The initial objectives fer the 3 groups during YY 1973 ar EOR Briefings for 100 Senior Officers
4 et 6 half-hour sessions, (b) Briefings for some 400 . 0TR students. at 18 one-hour presentations, @ and” c)
ggeciallzed Uorkshﬁp Training fcr about 250 werkers and sugervisors at 15 seven—hour seminare. ' :

complishment will be;completed in June 1973

w‘d;Assessment of project perfarmance and~
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